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Learning Objectives

Il n this session, you wi/l/
Portfolio Manager tool and how to:
A Update data using the spreadsheet upload feature
A Set baseline, goals, and targets to plan energy
Improvements
A Create custom reporting templates
A Use the Sustainable Buildings Checklist

ENERGY STAR. The simple choice for energy efficiency.
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How To

A Update data using the spreadsheet upload feature

A Set baseline, goals, and targets to plan energy
improvements

A Create custom reporting templates

A Use the Sustainable Buildings Checklist

ENERGY STAR. The simple choice for energy efficiency.
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Update data using the spreadsheet upload feature

Action

Create property records
(add new records to account)

ENERGY STAR. The simple choice for energy efficiency.

Process

Download spreadsheet
Fill in data
Upload to PM

Select properties to update
b) Download custom spreadshet
c) Fill in data
d) Upload to PM '
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Update data using the spreadsheet upload feature

Properties (15) ; Portfolio Manager Metric Updates
On August 27, 2018 performance metrics in Portfolio Manager were updated for U.S. buildings to

reflect current market data. You may notice a change in your current and historic 1-100 ENERGY
STAR score or other metrics. After logging in for the first time after these updates have been
made, you'll need to click the "Refresh Metrics” button to see your new metrics within the

Source EUI Trend (kBtu/ft?) Dashboard. For more information, visit www eneroystar gov/scoreupdates. ma—
ear essage

7/ Change Metric

Dashboard (Metrics current as of 03/11. -
Scroll to “ | [VewAnpoperiess ] [enen Manage Portfolio
M 00 Add/Edit/Delete Groups Add/E|
anage AN
g- hame " Cuemows| LB Transfer ownership of a property that
POfthllO Antonio Ofice you manage to another Partfolio
men u ° 2008 2010 2012 2014 2016 2018 6652215 ha ME""E'EI'EF UEEr

(Chart current as of Refresh Chart Company HQ
05/08/2019 04:29 PM EDT) 6466285 04i3012018 Uﬂ{'ﬂﬂd Elnd."clr Uﬂ‘dﬂtﬂ mulﬁp{e
Comorate Ofice 493472915 propartias at once using an Excel

. spreadsheet if you are a pro. This can
be done to craate new properties, add
use details, create meters and add
mater corsumption data.

; Hotel & Suites
Manage Portfolio 5652206 08131/201

1E# Transfer ownership of a property that
you manage to another Portfolio

Manager user.
\u Upload and/or update multiple

Little Falls

properlies at once using an Excel 6669097 - % Download your entire portfolio to Excel
spreadsheet if you are a pro. This can
be done to create new properties, add Orteqa office or create a customn download.
use details, create meters and add building -
meter consumption data. 6834457
&  Download your entire portiolio fo Excel gmw A Sat a portiolic basaling and/or target
Ucdielauslomidown load: 6653008 o o help measure progress.
Set a portiolio baseline and/for target to Ortega Office
help measure progress. Building NA .
5652264 & Add sample properties 1o your account.
Add sample properties to your account. . A
& Up to five sample properties with pre- gf!ﬁ_aw UFI' fo five EE.I'I'IP'E FI’I'CIF"EI'tE-E with jore=
populated data will be added to your cuilding i
e or toatnd bermoses. 732714 pnzﬂ?m;lﬂd{ih;vlll be added to your
10 Tar tasil urpasas.
R po ng purg

ENERGY STAR. The simple choice for energy efficiency.




Spreadsheet Upload Overview

MyPortfolio Sharing Reporting = Recognition

Upload and/or Update Multiple Properties

If you hawve a lot of properties to create or a lot of bills to add, you may find it easier to upload them using a spreadsheet rather than enfering each property

manually or adding bills manually. Learn more below.

What do you want to upload?

= Add new properties to my account - To get started, fill in this spreadsheet and upload it in
the box below.

= Edit/Upload my existing properties - To do this, you will need to tell us which properties
you want to update so0 we can create a custom template. Once you fill in this custom
template, you will upload it in the box below.

Upload Spreadsheets

When you are ready to upload your completed template {either standard or custom), enter it here.
Processing fime could be affected by file size.

Type of Upload: * [Please select type |
Upload Template:

Select "Browse" to locate the file on your
computer and then select "Upload."

This is a powerful feature. Be careful!

= Multiple submissions could result in duplicate data being
added to your portfolio, property or meter.

= Depending on internet speeds, files larger than 2 MB may
not be able to be successfully uploaded to the server before
the session times out. Files near this size may take several
hours to process. While your spreadsheet upload is
processing, you will not be able to upload any other
spreadshests.

Your spreadshest must be in Microsoft Excel format. Please

use the templates provided or generated using Portfolio
Manager to upload or update your properiies.

Add Properties

You can create new properties in Porifolio
Manager, by filling in this spreadsheet,
which requires basic property information,
including name, address, gross floor area,
Property IDs, and Federal Information (if
applicable).

Add Properties Template

Edit and Manage Information

Once your properties are in Portfolio
Manager, you can edit and update them
using a template customized based on what
you want to do. For example, you may want
to upload energy bill data for multiple
properties or update use information.

Create an Upload Template

ENERGY STAR. The simple choice for energy efficiency.




FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER Mew Tab 1 Zayko, Erin K (US) -
K19 - ﬁ
A B C D E F G H | J
Other
State/Province Year Built/Year Planned for
Property Name Street Address Street Address 2| City/Municipality | State/Province | (Required for Non- | Postal Code| Country Construction Completion Primary Function

1 (Required) (Required) (Optional) (Required) (Required) US-or-Canada) (Required) | (Required) (Required) (Required)
2 |Main Warehouse 714 W. Camargo San Antonia TX 78205 United States 1975 Mon-Refrigerated
3 |Office Tower 716 W. Huisache San Antonio T 78212 United States 1994 Office

4 |Sunshine School 800 Flores St. San Antonio TX 78212 Unites 1980 Adult Education
5

6

T
28
29

30

M

32

13

4

35

36

kT

38

10

| Instructions Properties US or CA Federal Property Info | Property IDs | Uses | Parking

SwimmingPoc .. ® 1 [ |

A Read the Instructions tab.
A At a minimum, complete the green required fields on the
Properties tab.

A Donoet make any

ENERGY STAR. The simple choice for energy efficiency.
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Add New Properties: Upload Completed Spreadsheet

MyPortfolio Sharing Reporting Recognition

Upload and/or Update Multiple Properties

If you have a lot of properties to create or a lot of bills to add, you may find it easier to upload them using a spreadsheet rather than entering each property
manually or adding bills manually. Learn more below.

What do you want to upload? Add Properties
= Add new properties to my account - To get started, fill in this spreadsheet and upload it You can create new properties in Portfolio
in the box below. Manager, by filling in this spreadsheet,
= Edit/Upload my existing properties - To do this, you will need to tell us which properties whlchlrequlres basic property information,
you want to update so we can create a custom template. Once you fill in this custom including name, address, gross flopr area,
template, you will upload it in the box below. Property IDs, and Federal Information (if
applicable).

E ‘Add Properties Template

Upload filled out Lipicad Seveacishects Edit and Manage

‘When you are ready to upload your completed template (ether standard or custom), enter it Information

tem pla‘tes \ here. Processing tme could be affected by file size. Onos your properties ara in Partiolio

= Maneger, you can edit and update them
> Type of Uploed: o Please select type usng a template customized based on
Add New Properties what you want 10 do. For example, you
Upload Template: Add Bills to Existing Maters My wan? 1o upioad anergy bil data for
Add Meters to Existing Froparties multiple properties or update use
Se | eCt Te m p | ate — Update Use Details for Existing Properties Informazicn.
Edit Basic Information for Existing Fropearties Creais an Upload Tempilais
T
j\__ This is a powerful featurs. Be carefull
U | Oad @ Mutiple submssions could result in duplicate data being
p &dded to your portfolio, property or metar.

% [Depanding on interneat spaeds, fles larger than 2 M3
may not be ab'e to be successfully uploaded to the
sarver bafore the session times out. Files near this size
may 1ake saveral hours to process. Whila your
spreadsheet upload (s processing, you w . not be able to
upload &ny other spreadshasats.

# our spregdsneat must ba in Microsof: Exce’ formar.
Fease use the templates provided or generated usng
Paortfolio Maneger to upload or update your proparties.

ENERGY STAR. The simple choice for energy efficiency.




Add Meters/ Add Bill Data/ Edit Basic Property Info

MyPortfolio Sharing Reporting Recognition

Upload and/or Update Multiple Properties

If you have a lot of properties to create or a lot of bills to add, you may find it easier to upload them using a spreadsheet rather than entering each property

manually or adding bills manually. Learn more below.

What do you want to upload?

= Add new properties to my account - To get started, fill in this spreadsheet and upload it
in the box below.

= Edit/Upload my existing properties - To do this, you will need to tell us which properties
you want to update so we can create a custom template. Once you fill in this custom
template, you will upload it in the box below.

Upload Spreadsheets

‘When you are ready 1o upload your completed template (ether standard or custom), enter it
mera. Processing time could be effectsd by file siza.

Type of Upload: ]
Upload Template: " creoserie | Mo file chosen m

Select "Browsa" 1o locate the file on
your computer and then seec:
“Upload."

'.[ Please salect ype

i This is a powerful feature. Be carefull

s Mutiple submssons could result in duplicate data being
added to your portfolio, property or meter.

= [Dependng on intemat speeds, fes larger than 2 MB
may not be abe to be successfully uploaded to the
sarver bafore the session times out. Files near this size
may ake saveral hours to process. While your
spreadshest upicad s processing, you wl not be able to
upload any other spreedshests.

+ Your spreadshesat must be in Microsoft Excel format.
Pease use the templates provided or genergted usng
Paortfolie Maneager to upload or update your properties.

Add Properties

You can create new properties in Portfolio
Manager, by filling in this spreadsheet,
which reguires basic property information,
including name, address, gross floor area,
Property IDs, and Federal Information (if
applicable).

G Add Properties Template

Edit and Manage
Information

Once your properties are in Portfolio
Maneger, you can edit and update them
usng a template customized based an
what you want 1o do. For exampla, you
migy want to uplead enargy bl data for
multiple properties or update use
informazion.

CeEemmmn S

ENERGY STAR. The simple choice for energy efficiency.




Add Bills to Existing Meters: Create Custom Upload
Template

MyPortfolio Sharing Reporting Recognition

Create a Custom Upload Template

If you want to add property use or meter information for multiple properties, you can do this by using an Excel spreadsheet. First tell us some information about
what you are trying to upload to Portfolio Manager so we can create a spreadsheet template for you to use. Then simply fill it in with your information and upload itl

— o Select the Task You are Performing n Warning - Don't Change Columns!

() Add Meters to Existing Properties
In order for your upload to work you cannot Add, Delete

(@ Add Bills to Existing Meters (i.e., meter consumption information) or Re-Order columns in the custom spreadsheet. We

create the template based on your data, and we need a
() Update Use Details for Existing Properties (e.g. Weekly Hours of Operation, Number of Workers, etc.) specific format in order for your upload to succeed

() Edit Basic Property Information for Existing Properties (such as name and address)
u Creating New Properties?

—— o Select Properties to Include If you need to add new properties, you do not need to

create a custom upload template. You can add new

Properties: = i
P | Al Properties ] properties manually or by using the Add Property Excel
Template.

ﬁ o Select Detailed Information to Include n Selecting Details

Energy Meter Electric

Types: purchased from the grid The choices provided here correspond to the properties
, you have selected in Step 2. If you don't see what you
How many bills for this type of meter (per property)? |1 are Iooking for, take a look at the property and make
[T] generated on site with my own solar panels sure that the use or meter types are set up.
[] Natural Gas
[7] Fuel Qil (No. 2)
Water Meter ] Municipally Supplied Potable Water
Types:
Waste and [[] Disposed Waste and Materials
Material Meter )
Types: [[] Recycled Waste and Materials

Create & Download Template e ]

ENERGY STAR. The simple choice for energy efficiency.




(<

Add_Bills_to_Meters.xlsx - Excel

JAE INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER MNew Tab
Je
B [ D E F G H | J
Meter Portfolio Manager
Consumption 1D D Property Name Meter Name Meter Type Start Date End Date Usage Meter Unit
{Pre-filled) (Pre-filled) (Pre-filled) (Pre-filled) {Pre-filled) {Required) {Required) {Required) (Pre-filled)

5 555289379 4419445 |Heinlein Office Bldg Electric Grid Meter Electricity - Grid Purchase Last Bill 4/30/2015 5431/2015 73412 kWh (thousand Watt-hours)
& 4415445 |Heinlein Office Bldg Electric Grid Meter Electricity - Grid Purchase kWh (thousand Watt-hours)
] 4419445 | Heinlein Office Bldg Electric Grid Meter Electricity - Grid Purchase kWh (thousand Watt-hours)
) 4418445 |Heinlein Office Bldg Electric Grid Meter Electricity - Grid Purchase kWh (thousand Watt-hours)
7] 4419445 |Heinlein Office Bldg Electric Grid Meter Electricity - Grid Purchase kWh (thousand Watt-hours)
] 4419445 | Heinlein Office Bldg Electric Grid Meter Electricity - Grid Purchase kWh (thousand Watt-hours)
) 4415445 |Heinlein Office Bldg Electric Grid Meter Electricity - Grid Purchase kWh (thousand Watt-hours)
0 520311565 4427299 |Metro Office Building Electric Grid Meter Electricity - Grid Purchase Last Bill 4/1/2015  4/30/2015 95352 kWh (thousand Watt-hours)
0 4427299 | Metro Office Building Electric Grid Meter Electricity - Grid Purchase kWh (thousand Watt-hours)
o 4427299 | Metro Office Building Electric Grid Meter Electricity - Grid Purchase kWh (thousand Watt-hours)
o 4427299 | Metro Office Building Electric Grid Meter Electricity - Grid Purchase kWh {thousand Watt-hours)
o 4427299 | Metro Office Building Electric Grid Meter Electricity - Grid Purchase kWh (thousand Watt-hours)
v} 4427299 | Metro Office Building Electric Grid Meter Electricity - Grid Purchase kWh (thousand Watt-hours)
0 4427299 | Metro Office Building Electric Grid Meter Electricity - Grid Purchase kWh (thousand Watt-hours)

| Instructions

Add Bills-Electricity

Add Bills-Non Electric |

®

A Read the Instructions tab.
A At a minimum, complete the green required fields.

A Do n oet

ma k e

any

ENERGY STAR. The simple choice for energy efficiency.
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MyPortfolio Sharing Reporting  Recognition

Upload and/or Update Multiple Properties

If you have a lot of properiies to create or a lot of bills to add, you may find it easier to upload them using a spreadsheet rather than entering each property
manually or adding bills manually. Learn mare below.

My Spreadsheet Uploads

The following spreadsheets have been uploaded to Portfolio Manager. Depending on the size of
your spreadsheet, completing the upload to your portfolio may take a while.

File Name Type of Upload Date Status

Add Properties

You can create new properties in Portfolio
Manager, by filling in this spreadsheet,

which requires basic property information,
including name, address, gross floor area,

StatUS Of Add_Properties_warehous 10/29/2015 11:0/A Property IDs, and Federal Information (if
| New Property . E success applicable).
upload & Xisx
gif&Propemes_warehous New Property :n0129{2015 1:0\A B Failed View Errors & Add Properties Template

appears here

Select the
upload type

X Delete Selected Entries

Upload Spreadsheets

When you are ready to upload your completed template (either standard or custom), enter it here.

Processing time could be affected by file size.
then .
Type of Upload: ‘ Add Bills to Existing Meters

RUpl oad

Upload Template:

' Add_Bills_to_Meters xifk I

Select "Browse" to locate the file on your
computer and then select "Upload.”

This is a powerful feature. Be careful!

o Multiple submissions could result in duplicate data being
added to your portfolio, property or meter.

ENERGY STAR. The simple choice for energy efficiency.

Edit and Manage Information

Once your properties are in Portfolio
Manager, you can edit and update them
using a template customized based on what
you want to do. For example, you may want
to upload energy bill data for multiple
properties or update use information.

Create an Upload Template

12



Add Bills to Existing Meters: Upload Spreadsheet

MyPortfolio Sharing Reporting  Recognition

Upload filled out
templates:

Select Template

Upload

~

Upload and/or Update Multiple Properties

If you have & ot of propertes 1o create or a ot of bills to add, you may find it easier to up'oed them using & spreadsheet rather than entering each proparty
manually or adding bills manually. Leann more below.

What do you want to upload? Add Properties
=  Add new properties to my account - To get started. fill n this spresdshest and You can oreate new properties in Perfolic
upload it In the box beow. Menager, by filing in this spreadshaet,
»  Edit/Upload my existing properties - To do ths, you will nead to tall us which which requires basic property information,
properties you want to update so we can create a custom temolate. Once you fill in this including name, address, gross floor area,
custom template, you will uplead it in the box below. Plﬂp:;zgis. and Federal Infoemation (if

& and Propertiss Template

Upload Spreadsheets Edit and Manage

‘When you are ready 1o uplead your completed tempate (ether standard or custom), anter it Information

nere. Processing tme could be affectsd by fila size. Gince your propertiss ane in Fordolio

Mangger, you can edit and update them

Type of Upload: ¥ Please select type using a template customized based an
2 Add Mew Froperties what you want 1o do. For exampla, you
Upload Template: Add Bills to Existing Meters ey wan: to uplcad energy bl data for
Add Meters to Existing Proparties multiple properties or update use
Update Use Details for Existing Properties Informazicn.
Edit Basic Information for Existing Properties _

ﬁ\_, This is a powerful feature. Be carafull
+  Nutple submgsons could result in dupicate data being
edded to your portfolio, property or meter.

# [Depanding on intemat spaads, fes larger than 2 M3
rmay nat be able to be successfully uploaded to the
server before the session Umes out. Files near this size
may 1ake several hours 1o process. While your
spreadshest upload s processing, you wl not be able to
upload eny other spreadsheats.

4+ Your spreedshest must be in Microsoft Excel format.
Pease use the templates provided or genersted usmg
Paortfiolie Maneger to upload or update your proparties.

ENERGY STAR. The simple choice for energy efficiency.
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Pop Quiz!

1. When using the spreadsheet upload feature, you should do which
of the following?
a. Use the template provided in Portfolio Manager without
making any changes to the format of the spreadsheet
Use your own template
Only fill out some of the required fields
d. Use formulas for numeric values

ENERGY STAR. The simple choice for energy efficiency.
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Pop Quiz!

1. When using the spreadsheet upload feature, you should do which
of the following?
a. Use the template provided in Portfolio Manager without
making any changes to the format of the spreadsheet
Use your own template
Only fill out some of the required fields

d. Use formulas for numeric values

Using a different template, only filling out some required
fields, or changing formatting or formulas can prevent
your upload from being successful.

ENERGY STAR. The simple choice for energy efficiency.
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Set a Portfolio Baseline and/or Target

ENERGY STAR. The simple choice for energy efficiency. : ‘ 16
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